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RISKMAN GUIDE TO USING THE CUSTOM REPORT LAYOUT EDITOR

Introduction

This guide is aimed at Managers/Administrators who are
required to create Custom Report Layouts for one or more
Registers in RiskMan e.g. Incidents, Feedback, Risk, Quality
or any other custom register that you may have included in
RiskMan. Examples of custom reports are featured on the
following pages

Custom Report Layout Editor

1. To create a custom report layout from a Register
Reports page, click on the Customise Layout button to
open the Custom Report Layout Editor

Layout Choica

RIS o mprehensive Custom Regort + | | | customise Layout
Report Type

_) Standard Format (RPT) () Portable Doc Format (PDF} () Word Document [DOC) ) Excel Wi

S T N e et e T

2. Inaddition, 2 pop-up windows will also display - the
“Layout Settings” and “Display Fields” windows. The
latter window will be hidden behind the “Layout
Settings” window

e To move the pop-up windows, click your mouse at
the top of the window, and drag to desired
position

e To hide a pop-up window, click on the respective

o
W

button. Details on how to open these

windows, and any other pop-up windows are
outlined on the following pages
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Example: Incident Custom Report Layout Editor

Viewing an Existing Custom Report Layout

1. Select the report from the Select Layout list

e Both the Layout Settings and Display Fields
(hidden under the Report Settings) pop-up
windows will also display

e You can hide/move these pop-up windows as
required (refer to example above)

Modify a Custom Report Layout

Care should be taken when modifying existing reports as
they may affect other users in your organisation who may
be using this report. An alternative to modifying an existing
report is to Clone the report and include your modifications

1. Select the report from the Select Layout © list

2. Modify the report as required (refer to details on the
following pages)

3. Press Save ®

Select Layout:
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Clone a Custom Report Layout

Cloning a Custom Report layout is useful if you like the style
of an existing report but you would like to make minor
changes

1. Select the report from the Select Layout © list
2. Press the Clone ® button

3. Asthe Report Name © will be cleared from the Report
Settings window, enter a new Report Name (you can
leave the title the same if it is relevant)

4. Modify the report as required (refer to details on the

following pages)

5. Press Save ©®
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Delete a Custom Report Layout

Care should be taken when deleting a layout. Report
layouts cannot be recovered, and deleting a layout might
break a user’s My Report if it can no longer be found.

1. Select the report you with to delete from the Select
Layout list

2. Press the Delete button

3. Press OK to the pop-up message “Are you sure you
want to delete this report?” if you wish to proceed
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Example: Incident Report

[ Select Layout: | By Location

Clone I petete || Close:

{ Layout Settings Helper Tools

Created on 10 Jan 2011 by System Manager (Manager)

Last edited on 2 Oct 2013 by Systsm Manager (Manager)

O Title of the Report

Elncidents by Location

Acurity Health Group - DevelopmentE

| Page Header | [ | Reset to Default |

[+ 1 1 2-1-3-1 4 (51 8 1 7 1 B4 -8 110 1 11: 1 12: 1 13+ 1 14+ 1 16 1+ 18+ | 17+ | 18 ' | 19 1 +20+ | 21+ | 22+ 1 +23- | 24 125 | 20+ | 27 128
‘ i) ”lncldenlDz(e | |Sevemv | |S—|le | ‘summary 9 E I I l. !gs
[ o= | Bl RescttoDefault | = Please note: The font sizes for the grouping fields are larger on the actual report.
[ 1 1 -2 -1-3-1 -4 1 -5-1-8 1 7 1 B-1 -8 110 1 11 1 -12-1 131 " 15 1 18- 1171 18 | ~1@' 1-20- | -21- 1 -22- | ~23- | -24 - 1 25 | 208 | 27 128
[Location JLocation
| pewn M
‘ i 1 (21304 15 cB 171 -8B 10 P10 b 11 b 120 0 13 b 14 b 15 1 180 1 17 1 18 1 10 120 1 +21- 1 +22+ 1 23+ 1 -4+ 125 | 28 |27 |28
[ 1 [fincident bste | [peveritr | [sie | ummany |

@ content from the Incident Record
Sub-Reports

suppress Border "CRRLTICH] Lobels O sub- e . . .

§ O ub-report to show the Classifications associated with each Incident
: o

Incidents by Location o

Education

Clinical Support System Other Event Type
Medication Error Type

1o Incident Date Severity 9 Facility Summary
Tima Spacialty
pcatio ard B 3
144 4Jan 2012 1SR 4 MINOR Acacia Private Pt give ancther patient medications
08:30 Grthopaedic
Supergoe (@) Incident Class Definition

(No Definition)

Wrong patient

4 Jan 2012

Acacia Private

ISR 3 MEDIUM

Pt was given incorrect tablets oxycontin 10mg. NUM informed

145
08:30 Orthopaedic
Supergroup Incident Class Definition

Clinical Suppart System Identification Processes

Incorrect identification

Medication Error Type Wrong patient
168 9an 2012 ISR 4 MINOR Acacia Private Pt found wandering outside the hospital
18:30 Orthopaadic
o S I it mpis e i Al il \wiw__’xqi.\_,_..'_\_rﬁw‘\#‘ ""‘“'P“"-"“ M‘#‘_‘th _‘.._*__*‘._,.;k,;

Example: “By Location (incl Classifications)” from Incidents. This report provides detail on incidents grouped by Location. In addition there is a

sub-report to display the associated Classifications
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Example: Feedback Report

[ Select ayout: [ 550e summars report vl swe || new || cone | veere || clse | ]
Created on 9 Jan 2012 by System Manager (Manager)
Last edited on 9 Jan 2012 by System Manager (Manager)

‘ Issue Summary Report o . ZHead Development | -

i ) Title of the Report | | Layout Settings v

| PageHeader | | Reset to Defauit | Name: issue Summary Report ~
T ==

R R X R R SN R AU S W KR T CC T K ¥ KA AR ” s T- N T DR T S XX XN
Style: Blue

...Drag a field here.. Hidden: D

Indlude items that have no [ )

| Groups | [H][ Reset to Default | * Please note: The font sizes for the grouping ficlds are larger on the actual report. s

[

R T R SN R E O AN N KR TR KRR TR KR N TR TR AN ERRE T Page Options

oo s Page Type: @ portrait ) Landscape
Page Size: @ns Ons

category [category Page Width: 19.5cm
Detail Layout Options

Show Report Title:

R R T TR S TR T AN RN KR TR KRS CRRE KR S TN TR A AT
Show Organisation Name:

e ‘Show Report Lines: v
s
Issue Summary Report (1) ZHead RiskMan Education
Group Treatment
Number of items for Absence of carinz: 7 \

Number of items for Inadequate diagnosis: 1

Number of items for Inadequate nursing care: 3 A |n this example the second Report

Number of items for Inadequate treatment: 2 } Group heading - Issue Category has

been hidden so only the totals are

Number of items for Negligent treatment: 2 .
displayed

Number of items for Rough treatment: 1

Number of items for Wrong diagnosis: 1 y

Number of items for Treatment: 17

Issue Category

1
[l Absence of caring 41.2%
7 Inadequate diagnosis 5.9%
[ |nadequate nursing care  17.6%
B Inadequate treatment 11.8%
[l Negligent treatment 11.8%
s Rough treatment 5.9%
Bl Wrong diagnosis 5.9%
Total: 100.0%

3 1

. e AR o AT ol B N At sl IO i sl O s MDA AN bl o g s, A i, |
Example: “Issue Summary Report” from Feedback. This report does not contain any detail and is designed to show the total number of issues
raised grouped by Issue Group e.g. Access, Communication
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Example: Risk Report

[&m.,w....z sk by Accountabl Exee (Acions & Control) swe || mew || come || v || cose |]

Last edited on 6 Sep 2012 by System Manager (Manager)

Created on & Sep 2012 by System Manager (Manager)

;Risks by Accountable Executive] o Title of the Report X E
| Page Header | F| Reset to Defautt |
i -2 1 3 1 4-1 61 6 1 7 1 B 1 8 110 111 1 i@ 113 1 i 15 1 18- 17 1 181 18- 1-20- 1 2] Layout Settings ¥
et renewDet] sk Catagory sk tame | wome: Risks by Accountable Exec (Actions & Con ~
9 = Type: Risk Register
Description
Column headings \ o =
Hidden: O
| crows | Reset to Default | * Please note: The font sizes for the grouping fields are larger on the actual report.
[ 2 3 a5 e 7 95 118 1 17 1 18 1 18 1:20 1 -2{ Page Options
Page Type:
Fisk owner sk Gwner age Type O portrait. @) Landscape
Page Size: @n Oms
= Page Width: 28.25cm
[ a2 3 1 4.1 B 1 B 1 7 01 B 10 110 111 112 113 1 14+ 1 45 1 4B 1 -17 1 18 | +10: | 20 | - 21 Layout Options
Show Report Title:
D ext Review Date sk Category sk Name
Show Organisation Name:
. [pescription
k Record Show Report Lines:
Sub-Reports Show Record Detted Line: v

Repeat Field Labels
on Each Page

Suppress Border

1. [ (sub-Report) Controls A4L v O

e Sub-reports: Show Actions and Controls associated with each Risk

2. | (Sub-Report) Actions A4L v O

[ v O

EID Mext Review Date Risk Category Risk Mame Residual Risk Control Assessment.
Description Management Pan
l Risk Category Finance I
0 66 {None Entered) Finance Unplanned and unbudgeted capital expenditure Lo
Unplanned and unbudgeted ca pital expenditure {None Entered)
7 18 Jul 2012 Infarmation Managerment IT disaster recovery planing Mediui Moderate (6)
IT disaster recovery planming Active Management
Control Last Reviewed By Last Reviewsd On Assessment Next Review By Next Review On
hudit of internal services performance to criteria may be {None Entered) {None Erntered) Review Panding (None Entered) (Mone Enterad)

wseful. Could be carried out by Inbernal Auwdit.

Service level Agreement reports distributed to Bayside {None Entered)
GMs on a monthly basis

T —

{None Entered) Rewiew Pending (None Entered) (Mone Entered)

Action By Date Alocated Ta Completed On Action Description Action Response

{Nofe Ertered) [Mone Entered) [None Entersd) Disgster recovery plans have baen developed and (Mone Enterad)
are to be regularly tested

(None Ertered) [None Entered) [None Entered) Disgster recovery plan commisioned by Shared {Hone Enterad)
Services Committes with recommendations to hire
DRP resource comencing next financial year

20 Apr 2004 {None Entered) (None Entered) Disaster Recovery plan not formalised, for urgent {Hone Entered)

attention

Example: “Risk by Accountable Exec (Actions & Controls)” from the Risk Register. This report shows all risks grouped by
Accountable Executive & Risk Category. In addition there are 2 sub-reports to display the associated Actions and Controls
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The numbers on the example below represent the 8 steps to creating a custom report layout. These steps are described on this
and the following pages. These 8 steps can be applied to all Register reports

[ Select Layout: | v |

Layout Settings Helper Tools

i Layout Settings ¥
| click here to edit the title...
L Name:
A

| Pagereader | [ Reset to Defaut | R e [reztize® Lo

Styles Blue v

T 11 2.1 3 1 4 1.8 18 27 1 818 1
‘ 9 Hidden: O
Drag s f

Page Options

‘ ‘ Reset to Default ‘ * Please note: The font sizes for| Fage Type:

R I Ty SR NN XN SN SN RN R ®2 O
e Page Width: 19.5cm
Draga
Layout Options
Detail Show Report Title:
o .
R R T SRR SRR R TN AN T S Name: (V]
9 Show Report Lines:
Draga i v
show Record Dotted Line:

Sub-Reports

Repeat Ficld Labels
Border "“on Each Page

Suppress o

O@FO o

Step ©: Press New Step ©: Layout Settings

If you have just opened the Custom Report Layout Builder
you can proceed to Step @

If you have closed the Layout Settings pop-up window, click
on the Layout Settings button

If you have selected a report from the Select Layout list to
view, press the New button to clear the content

The Layout Settings allow you to
e Specify the name of your report

Step 0. Report Title e Select the type of report you are creating

The Report Title is entered directly into the section under .
the Layout Settings

Select the Style & Dimensions of the Report

e Specify Site/Region Restrictions placed on this

The Report Title appears in the top LHS of your Report report

Tncidents by Facility

7Head Development |

| Panemesser | (8] meserto veraur |

r
J—,‘—‘—f--—-—-:r-—,-—-mr— —.rd‘—v—rp-ed-—-—ﬂ—,l“j—,..l" -— b I

NP VN W

The Organisation title comes from your Global Settings and is
displayed/hidden based on your Layout Settings (detailed in Step
©). The Organisation Title can be changed when you save your
filters and report layout to your “My Reports” page

— . - Enter or details in the Layout Settings pop-up window as
e ? described on the next page. These settings will remain
A To enter a Report Title, click |/ when you close this window
ﬂJ_ﬁwﬁ’TN" inside this section and enter |
the title — [
e | = A =

ilncidents by Facility

Page tieader | | Reset to Default
R R T S S SRR

13 1] Hidden:

== Layoul Seltings ¥

Name:
Trpe Incdent <1

Style: Bioe ~

vel | B

Groups | [l Resetto Delaul | = Please note: The font sizes for the arouping fiekds are lerger "% 7"

| NN TR RN N SN NI AN NI RN TR TR FENRE T

Sub-Reports.

"1 Lavout Options

Shaw Report Ttle:

Use the scroll to view
more information
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Descriptions of the Layout Settings

Layout Settings

«

MName: o | A
Type: 9 IIncident ~
Style: 9 IBIue ~
Hidden: 0 I:‘
Page Options
. Yy
Page Type: Portrait \_/Landscape
Page Size: ;,‘ Ad O A3
Page Width: @ 19.5cm
Layout Options
Show Report Title: \
Show Organisation Name:
Show Report Lines:
- W
Show Record Dotted Line:
Show Discrete Record Count: |:| >0
Show Date Range: |:|
Show Date & Page Number:
Totals
Show Grand Total: |:| J
Restrictions
Site:
Bowen
Royston
Wakefield (8)
v

© Name: Appears in your Select Layout drop down list on
the Register Report’s page

® Type: What part of the Register Entry form is the data
coming from - includes

Incidents: Incidents, Classifications, Contributing Factors,
Associated Risks, Journals, Group Incidents

Risks: Risks, Journals, Associated Incidents, RRControls,
RRAction, RRCatalystCauses, RRAssurance,
RRConsequences, RRInvestigation

Note: Types commencing with RR relate the sub-form sections on
the Risk Entry form

Feedback: Feedback, Issues, Group Feedback, Journals,
Actions

Quality: Quality Activities, Classifications, Journals,
Associated Risks, Group Quality Activities

Note: If you require Report Types associated with the
Recommendations based on the Recommendation Status (similar
to that in the Incident Report types e.g. Rec (All), Rec (Accepted),
contact support@riskman.net.au

Recommendation#1

©_Rec#1 Project Code

aal 1 Completed On =

Rec#1 Outcome. ‘

Example: Recommendations on an Incident Entry Form

If you create a report based on one of the following Report
Types in any Register (you may have additional ones
depending on the setup in your RiskMan system), then a
new option will display called “Include items that have no
<report type name>":

e Journals (all Registers)

e Classifications (any Register that uses RiskCat)

e  Contributing Factors (Incidents)

e Associated Risks (any Register that allows
association to risks)

e  Associated Incidents (Risk)

e Associated Activities (Risk)

e Issues (Feedback)

e Actions (Feedback)

How is this option used?

If the report you are creating is a Parent report e.g. you are
creating a Classification report in Incidents; or an Issues
report in Feedback; and the report is not going to be used
as a sub-report, then this new option will be adhered to.

If the report you are creating is going to be used a Sub-
Report then this new option will not be used.

Layout Settings ¥
Name: IContributing Factors Report A
Type: IContributing Factors ﬂ

Style: IOcean ﬂ

Hidden: |:|

Include items that have no D'é'

T 'M\__J-.\""ﬂ\r&\-‘dv\M.M'-\__*‘Jﬂr"‘c‘

Contributing Factors Report RiskMan Education (Latest Release)

Sumemary Location Cantributing Factor

Contributing Factor Group Patient/Visitor Tssues
1SR 2 HIGH
1 rcsived wrong side hung op entre Block 4th Fioor

patient had a fal

nt had a fall

Severity 1SR 3 MEDIUM

M: 18302012 it became aggresaive while Cenlre Block 6th Foor  Process of care lanning

Example: In this example, a Contributing Factors Report has been
created to show incidents grouped by their assigned Contributing
Factor Group and Severity. It will only show those incidents that
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have an assigned Contributing Factor. All other incidents will not
be included in the report

Layout Settings

«

Name: |Co ntributing Factors Report A
Type: IContributing Factors ﬁ

Style: IOcean ﬂ

Hidden: I:‘

Include items that have no @
Contributing Factors: D =

T 'M\__J-.\J"ﬂ\r*\-ﬁ\A.M'-\__M__u_,-."‘lj

Contributing Factors Report RiskMan Education (Latest Release)

ID Incident Date Surenary Location Contributing Factor

Contributing Factor Group (None Entered)

o e o .

Contributing Factors Report

RiskMan Education (Latest Release)
I Incident Dote Summary Loeation Contrbuting Factar

Number of items for (None Entered): 1,271

Contributing Factor Group Patient/Visitor Issues

Severity 1SR 2 HIGH
494 11Feb 2012 Pt received wrong side lung op.... Centre Block 4th Flcor

Example: In this example, we have used the same Contributing
Factors Report but this will also include incidents that have no
assigned Contributing Factor

This type of report may be useful if you wish to check that all
Incidents that have an Extreme or High severity rating, have at
least one Contributing Factor selected

© Style: Select the colour/style for your report

O Hidden: If you check Hidden, the report will not be
available in the Select Layout list on your Register Report
page. Check Hidden if the report you are creating is a sub-
report and it would not make sense to run the report on its
own

Page Options:

© Page Type & Page Size: Is the report to be portrait or
landscape and will you be printing on A4 or A3 paper

Note: To use A3 printing, an A3 printer driver needs to be setup on
your RiskMan Web Server and you need to be able to print to an
A3 printer from your workstation

@ Page Width: This will be determined by the selected
Page Type and Page Size

Layout Options - @ Refer to the example below:

[m o " ocaen Sovary

Grand Total
Record Dotted Line
Report Line
AT Y A
Discrete Record Count Date Range Date & Page Number

Restrictions

©® Contains a list of your Sites/Regions based on your User
Profile Site/Region Reporting Restrictions. The purpose of
this list is to enable you to restrict reports so that only users
with matching or higher Site/Region Reporting Restrictions
can view that report on the specific Register Reports page.
If a report has no Site/Region restrictions then it will be
available to all users who have access to that Register
Reports page

To restrict a report to one or more Sites/ Regions

e Highlight the Sites/Regions in the list (hold your CTRL
button if you wish to highlight more than one item)

e [fthe reportis to be made available to everyone who
has access to the respective Register reports page, DO
NOT highlight any Sites/Regions

step @: Report Groups

The Report Groups section is where you select how you
wish the report to be grouped. Grouping your report is

optional e.g. you may not want to include any grouping
fields if the report is to be used as a sub-report

1. Add a Report Group Field

O To add a group field, you will need to add a Report
Group row, by pressing the Add button

® The Group Fields pop-up window showing a list of
available fields will also display (this pop-up window can
also be opened by clicking on the Report Groups button)

© Find the field in the Group Fields list and drag to the
Report Groups section. To add another Group field, add
another row and repeat this step

® The Field Properties window will display when you select
a Group field or when you click on a group field in the
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Report Groups section. You will not be able to see all details
in this window at once, however, you can use the scroll

down bar on the Field Properties window to view any

additional information ©

PR

Incidents by Facility/Location

[ rogisser )8 snt o oo
I N S

i < e e e e e
[ oetail |
- T e A e e
e T e T e
Incidents by Facility/Location
¢
i s e s ey e =
E]
A.C.0. Suggastad
* Please note: The f{_ctivity At The Time an the actual ref
e e s Se—
ADL's
Admission Dats
fge
Age Sroup
T R A o Gty IS A
Agaregate
ey Do o \
Apgar Score 1
Sub-Reports
- e ot | ©
uppre 4o " On Each Page i
" 7 m
- bt = ST

2. Moaodify the field width or position of a group field on

§ o o gt PR B ot s e B o i g

the Report Layout page

© To move a field, click on the field and drag to the desired

position

Note: You cannot move the field to another row. This must be

done via the Field Properties

® To change the width of your field, click on the edge (your
cursor will change to <) and drag to the desired width

=

W

| Report Groups | [#] | Reset to Default | * Placce mote: The foat sires for the gronping fickds 3

T e

3. Moadify the field width or position via the Field

Properties

| O O e e e e o e 1 1 12 -
E
iy Q] ey
|£ocat.l'on Location
S = - -

The position and widths of your grouping fields can also be

modified via the Field Properties of that field

O Click on the Report Group field to display its Field

Properties

® Modify the following in the Field Properties window

AL /vt

‘\‘\M,\"\-"‘M&

)

Label Left/Width/Alignment: These fields enable
you to change the Report Grouping label’s
position (from the margin), width and alignment
e.g. centred, left align

Field Left/Width/Alignment: These fields enable
you to change the content of the Report
Grouping’s position (from the margin), width and
alignment e.g. centred, left align

© Press Apply

l Laysut Settings Heper Tooks.

Field Properties

Labed Properies

| Incidents by Aggregate - —
[ rane easer | 8| mesetto eraum Lok (o
w3
e R R A AR T TR TS s T e
T T | T | s o [ v
[ e | [ |peen b
P
| ewws @ * Please mis: i u}
e S S . [T |
coba i
| icai nvea i e
- O f—
a1 Lem e
oz 0 0 o g T My
s [ v]
[ [0 [ e | fmey
o r » 1 o ‘ 2 H el

v

B T Y APV R

@ R VUG- A S U
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4. Move a group field to another row

If you need to move a group field from one row to another,
or you wish to insert a new row and move one of your
current groupings to another row, this needs to be done via
the Field Properties window

O Click on the field that you wish to move to display its
Field Properties

® Enter the Row number

© Press Apply

Groups [ nesetto pefoult | * Please note: The font sizes for the grouping fields are larger on the actual report. ’
O I R R SO N R A N S| TN (N K N 7 - T A N TR
program Frogram

= O 2
Ak g B o B b A

Helpes 1ol

| Incidents by Program

page Header | [#]| Reset to pefaule
(=

(RN RN NN RN ENE XN TNES KRN
iy | [ G| [rmmary
S| |

[ oo |8 rem tobetat | = et

program Progim

[Gerter Genider

T T

Note: You cannot drag and drop a field from row to another. If
you have a blank row in the middle of the “Report Groups” section

(as in the example above), it should be filled, as it will be saved
with the report. To fill the row, either add another grouping or
move the existing groupings (by changing the Row number) so
that the blank row becomes the last row in this section. On saving
the report the blank rows at the end of this section will be removed

5. Remove a field

If you need to remove a grouping field, this needs to be
done via the Field Properties window

O Click on the field that you wish to delete to display its
Field Properties

® Press Remove

| Groups | B | Reset to pefault | * please note: The font sizes for the grouping fields are larger g
LY
[ 1 1 2 13 1 4 1 5 1 61 7 1 -8+ 9 110 1 111 12 11314
o
|Program |Pr\:gram T
*
|cender |Gender P4

4

B

i Incidents by Pragram J
[ e |88 vt 0 e | ;

R T TR RN EN TN )

I = Hd
(| | foreay j
L

“

4

ke

b

7

e
e B o R . / i
r J
D T 0 p; FINE |
oragram Frogan / L
{
- ¢
Pt gl v gttt g oy A _‘.ﬂ___,__/\_-.kr«_r.f“""""~r-“~.ﬂ~,~fj

6. Font, style and colour changes

You can change the colour scheme of your report as well as
the font size and style in the group fields. Below are a list
of ways in which you can change the group aesthetics of
your report:

© Change the font style, size and colour of the Label
Properties. This will change the font size and style of the
group label heading once the report is generated.

® Change the font style, size and colour of the Field
Properties. This will change the font size and style of the
group field heading once the report is generated.

© Change the Group Colour scheme under Extended
Properties. Please note that changing the Group Colour
may over-ride over colour changes such as individual field
or label property font colours or selecting the Style in
Layout Settings.

® Press Apply
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Incidents by Program o —— A | e Show Total: Show the total number of records at
2ons v B oo et S oo ~l the end of each grouping
inodet | [0 | [ Gemer | fummary vaxengeh: O C A i . .
e | | E e Sort Direction: Sort the content of a grouping in
e Dl e i, R o — ] | ascending or descending order
— i (o L . . L
= T [ v = e Hide Group: Hide the Group heading if you only
[ o |® .
—_——— 5 want to show a total for a grouping (useful for
fcdest | [ | [ cender | fsummary ,‘E:E‘ g ; summary reports)
oaigiime | e Underline: vk
[""‘“’“’“ po——re ‘ [ [ ey | e  Chart Properties: Select a chart, its position, title and
Bt
P ey~ N B n . i e - p— . . .
~" - mnits andhinar e ol A o St e S title position/alignment. There are two types of charts
Field Properties ¥ X .
PR R N available; standard charts and comparison charts.
Onginal Label:  Unknown .
e Standard charts represent only one grouping of data
Max Length: o ) .
- (e.g. location). Comparison charts are used when there
S (1 | are two groups of data (e.g. program and location) and
Text: Program
e o | compares the results.
Width (cm): 2 ]
Text Align: L;R ~ Standard
Font: v 3D Column
Font size: Bar (Horizontal)
Bold: Eieaer (vertical)
Italic: O Time Line Mth
Underline: ] Time Line Mth (Data Points)
[ rrowamre| b/ Time Line Mth/Yr
Time Line Mth/Yr (Data Points)
Remove m Time Line ¥r
) ) Time Line Yr (Data Points)
Field Properties ¥ Comparison
Bar Side By Side
Field Properties 9 A Stacked Bar
T, s ] fit:gked Bar (Data Points)
Width (cm):  [2435 | Line (Data Points)
. - Cross Tab Small
Cross Tab Large
P BTN L R ,..,/—'J B Ll
- Chart Properties
Underine: Type: Time Line Month [Data Points) -
s
Date Fiald: Incident D ate -
Extended Properties
showTowl: [ e --l-m_h_.“dr- b -
SortDirection: )
Hide Group:
Group Colour: (4 1 When you select a Time Line &hart, the Date
I nepy | Field will become a read/write {eld. Select the
Field properties date you wish to base the monttsor year
Label properties . intervals on, on the chart
Incidents by Program )
e > e o =
Program Program 1 1 1 1 1 1 H
Program e P f O Click on the respective grouping field to display its Field
07:57 ISR1 .
x e r Properties
ISR 2 %\
et o oy ¢ @ If you make any changes, press Apply
Shmois T i ¢
o ... | Groupcolour T e — [
2 Mar 2015 12 water on veranda at front of Hospital {
09: SAC2
Incidents by Location ¢
g . 3 . Fuce s | et ot | 3
7. All other modifications to a field need to be done via )
. . et [ [ ede | Farmay
the Field Properties e L, E 3
BTN T —— P
Below is a list of additional modifications that can only be I | R CHE e
made to a grouping field via the Field Properties T @
. . i 7"1_“” m’m | ey -
e Label Text: Changing the label of a grouping or ——

—

removing the label if you only want to show the
grouping value in your report e.g. Acacia Private
instead of Campus: Acacia Private
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Step ©: Details

The Details section is where you select the fields

you wish to display in your report. As some

reports can be summary reports which only

show totals, it is not a requirement to include

Details in the report. You can select as many

fields as required provided they can fit across 4

rows based on your selected layout option:

Portrait or Landscape, A4 or A3

1. Add a Field to display in the report

O Click on the Details button to open the Display Fields list

@ Find the field in the Display Fields list and drag to the
Details section. Notice the same field will also appear in the
Page Header section - this represents the column header
for that field in your report. Continue to add fields until you
have filled Row 1

© Whenever you add a field, the respective Field
Properties window will display

O If you wish to add another row of fields, click on the Add
button and repeat the above steps

"

e ma ST T e
[ Report Groups ] [ Ilaetbnbefaubtr ‘Plaaselobe:'l{eﬁ:-tsmsfuﬂe

[ -1- -2 1 -3-1-4-1-5-1-6-1-F-u1-8B-1-9-1 W1 -il

|Fac.l'.l’.l'ty IFac.l'.l’.l'ty
|iocat.l'on Iiocat.l'on 3
{
[
§
R e A I

| 1 2 i -4-1-5-1-6-1:F-01-8B+1:9-1 -1-1-11

Page teader | (]| Reset to Defauit —_—
r Display Fields £
O TN T TR Y O XN [ENEN KNEE TN RN NS TNEE  ENELT
4 Funders

fincident 10

Grows | B[ Reset f Dofoul | = Ploase motes T font sizes for the grouping ek ae argeron tht =
R AR TR TR, AR AR RN AR KRN RS TR [N SRR I

Gendar nder

Repeat ield Labels
Suppress moner Rebest Field Labs
!

v 0 =

2. Madify the field width or position of a Detail field on
the Report Layout page

O To move afield, click on either the Page Header or Detail
field and drag to the desired position. Notice that both the
Page Header and Detail fields will move together

Note: You cannot move the field to another row. This must be
done via the Field Properties

® To change the width of your field, click on the edge of
either the Page Header or Detail field (your cursor will
change to <) and drag to the desired width

: e I, o P P VP NS o O o Ly
Incidents by Facility/Location
| PageHeader | [F] [ Reset to Default | Display Fields ¥
o
st 1-1 -2 -1 -3 1-4-1-5-1-6-1+-7-1-8- I Incident Involved Supergroup 4.1 -3
[zacideat 10 | [rrcident Date c e oS
Initial MET Outcome
Insurer Notif Mode
| Report Groups | [F) [ Reset to Default | * Please note: The fai 1ncurar Morification Dare =] o the act,
T S a5 e T 7 | Lterantions T
Investigated By
|Facility |Focitiey Investigations/Findings
|Locahon Iiocahon Issue Summary
Job Title
Last Wisited On —
Lacation
K G
T W O TG SR P o, e B JORL ||| 2500 i dlilbolhy T e
[Eacident 100 ﬂ | |recident Date | [zvcideat Zavolved | |service
9 {—Tavestigations/Findings
{ Open Field Properties (already open) F
b A e Te—— Y P

3. Moadify the field width or position via the Field
Properties

The position and widths of the Display fields can also be
modified via the Field Properties of that field

O Click on the Detail or Page Header field to display its
Field Properties

Modify the following in the Field Properties window:

® Label Left/Width/Alignment: These fields enable you to
change the Page Header position, width and alignment e.g.
centred, left align. You will find these under the Label
Properties section

© Field Left/Width/Alignment: These fields enable you to
change the Detail position, width and alignment e.g.
centred, left align. You will find these under the Field
Properties section

O Press Apply
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Select Layout:

By Outcome v

Loyout settings || Helper Tools

llncidmt: by Outcome

Field Properties v

Outabses Field; Descrstion ’

Original Labet:  Summary

[ pege hester [ Recet e |

XA AN N RN THRE LKL

RS KN
e | [ Geneer | [ummarr .!

[RETE PR

e o
I3
St | oo | el - £ 9 1
e 4
e [ | fesct to Default | = Ploase note: The font sies For Surmmary
| s ]
| Severity Eaveriy
T s S — 3
[ Geer | fsummary s ] M }
Date/rime | 0= | [etiical aree Bemevs, ool | 3

f%w-—ww*wmwmwj

4,

Move a field to another row

Select Layout: | by Dutcome ~ -
P
-
=T ¢
3
7
Fnci 2
| Incidents by Outcome e | Ac
T T Stz 0 N {
-2 3 a1 6 [ 7 0] 91 -0 " 38 1 sa ] Undertine: [m] 9 ="
I . o e R m— }
[ s | O | r Field Properties —
s T =
e ] farger onfl Wicth (em [11s S
= : e ] 1
-
= ey s ] 3
o &) 7
T o |
TR R AT B T B T e B T B vietoer [
I Inadent I ™ ‘ Gender celourt ~ e
| oserme | [ e o ares femeve [ ety
Ry S S e RN e N S S S TN

If you need to move a field from one row to another, this
needs to be done via the Field Properties in the same way
you do for the Report Group fields

O Click on the field that you wish to move in either the
Detail or Page Header sections to open its Field Properties

window
@ Enter the Row number

© Press Apply

| Pageteader | [H| Reset to Defauit |

[ -1 -1 -2 1 -3 1 -4 1 61 -8B 1 -7 1-8 1 10 1 12 1314 15 18 17
[ Incident [ ] Gender | [Summary
[ pate/Time | [ Age | [severity 0

=

U e el i T N G BT n N [

Incidents by Site

i

Acurity Health G

Ve lleater | | KeseLlo Defoull

[namrt | % | [_cewr | e

[ FRNCE KN SN SN RN AN N SRS TRk KR F SN RE

| Field Properties ¥

Dutsbese ek Qutzmmme

ngined Latel:  Seventty

Ld
T
==
o
=
e Time: a0 -
Bevety -
—=
[ e | Rt peten | Ablesensutm | @
i‘. NN TN YREY RN TNEY THNE TEEY TXEY TN TR TAET TRET —af
[e= = e
e @ j
- o 2
[ [ | [_cner | fenmr ) - - =] e
— = = e O v
Beverty Remore Aoty

N e L e i G e S S S T e L e e s

{

Note: You cannot drag and drop a field from one row to another.

As is with Report Groups, if there is a blank row at the end of the
Details/Page Header sections, it will disappear once you save the

report. If there is a blank row in the middle of the Detail/Page

Header sections, it will remain when you save the report. You will

need to move your fields around so that the blank rows appear at

the bottom of the Detail/Page Header sections

5. Remove a field

If you need to remove a display field, this needs to be done

via the Field Properties

O Click on the field that you wish to remove in either the
Detail or Page Header sections to open its Field Properties

window

® Press Remove

e  Press Ok to the pop-up message “Are you sure

want to remove this field?” if you wish to proceed

© The field in both the Display and Page Header sections

will be removed
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| Incidents by Site ?
*
| pagereader | F] | Reset to pefault | 5
Field Properties ¥ ﬁ
i i1 27 3-1-4a-1 -8 1-68:1 T-1 81 @1 v-.
Database Field: Outcome
[ tosent [ 1w J[ cender ] [summary Original Label; Severity A E
[ ostrime | [ b @ Moo o
Max Length: 13
o
—
| Groups | [ ResettoDefault | * Please note: The font sizes fo Lapel properties
[ R R TR RN T TN T TR T ooy ] o
Left (om): 6.25
[site [t
width (cm) 115
[ oem |E Tecaign: [l v b
= 3
[z s i a6 8 7T 1 8 0 i |rmses [ ¥ T
[ wmadent  |[ 3 |[_cender | [summary Ba; O "
| paemme | [ o frale: O 9
ooty
P .
l ¢
|
== :
. r
Incidents by Site T
*
Page tieader | ]| Resetto Daautt 3
&y
I R S A R YA AR R A NN N IR ™ EN K KK XA F KK T K - DA T- KK NS " KK RN T §
[ g [ ® Gender | [Summary e
[ perma | | g Specalty (
L4
Groups | | esetto peraun | = 3
:
R R AR A R SR AN A RN K N K I A F KAk KA 7 KK 1T T- KNI K T KA "KM -
[ o
e Site 1
3
— {
.S
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6. Modify the label of a Display field

The label of the column header for a field is done via the
Field Properties

O Click on the field in either the Page Header or Detail
section to open its Field Properties window

@ Enter the new label in the Text field under Label
Properties

© Press Apply - the label will be changed in both the Page
Header and Detail sections

e  You may need to adjust the width of the field that
you have re-labelled and also move the other
fields to new positions (as in the example below)

| Incidents by Site

| Page Header | (3] | Reset to Default |

L1

. -
ted 1 2 031 4181 B0 T BB FIEIdPrupErtIES ¥
Database Field: Outcome
[_tocdent J[  J[ Gender | [summary Orginal Label:  Severty &
[ oetemime | [ Age | [severity o | AvgLength: € r
Max Length: 13 _'i
Row:
V] [—
| Groups | B | Resctto Default | * please note: The font sizes fo| Lanel properties
R R R TR TRRE RRET TRRE THRE EXEY TRET ERE i ey ] an,
_ Left (cm): 6.25
== fere width (em): [115
o oead, | ‘ Textign: [t W -
por 5
g s A B e T8 o romsee: AN
[ nadent | [ 1 |[_ Gender | fsummary Bod: O o
[ oaernne | [ me peen @) | "= O p
| [P —— f

} Incidents by Site

| pageHeader | [H | Reset to Default

Field Properties

.

[ i 2 1 3 1 a1 8 1 81 71 81 9 i
Database Field: Outcome
[_wnadent || © [ Gender [Jfpummary Onginal Label: - Severity ~
[ awmme | [ age | [seventy AvgLength: 6 r
Max Length: 13 '.
™
— 1
| Groups | Bl Reset to Default | * please note: The font sizes fol | apel properties g
‘\I\ZIB\—I\E\BIF\EIGITM: Seveny
vt
[site [Site
width (em):  [1
[Tl E Text Align: P
[ ENER TN DN BN RN DR B DR DR AT 1
i j
\ TIncident | \ 1 || Gender | Summary . v
[ oaw/ime | [ hge | feeveny el =] ;
[ Remove | Apply | r

7. Font, style and colour changes

You can change the font size, style and colour in the detail
and header fields as listed below:

© Change the font style, size and colour of the Label
Properties. This will change the font size and style of the
label heading once the report is generated.

@® Change the font style, size and colour of the Field
Properties. This will change the font size and style of the
field heading once the report is generated.

© Press Apply

f *
Incidents by Site P
‘ T ‘E | rer—— | { Field Properties ¥ ]
Database Field: Description :i
NERENEN NS DURY TNEE- SN DR SN DR ENEE 'ERREIE ~FT
J: Summary ¢
[ Incident | [ Gender | [summary Avg Length: 24 Clini
MaxLength: 50
|__patenme | I Age | [severty s Spe
Ron:
| Groups | [ | Reset to Defaunt | 'Mnmm'mﬂslmhrﬂmwu4 Properties _:
.1\:-:\4\:-0\r-a-a-m/lr““ E
e o J
[site [Eite y 4 & 20
7 vk i) = 4
O o | / et )
y 4 Font: v j
i i 2 13- 4.8 1 -8~ 1.7 1.8 (ENEETTREETE S e
Tncident Gender ummary Bold O i
[ | I 1E v [
[ patemme | [ Ase | [seventy Ttale ] W
\ [remoe [ noev |
Sub-Reports

NA

[ L _‘.,‘____,,J"-.‘._‘muh__r._.-\{ a8 w’,__‘-mo‘

Field Properties

«

Label Properties

2

Left (cm): 6.25

Width (cm): 11.5

(|
(|
O

Field Properties

Left (cm): v

‘ Remove | ‘ Apply ‘

-

Field Properties ¥
Ttalic: O A
Underline: D
Colour:
Field Properties 9
Left (cm): |6.25 |
Width (em):  [11.5 |
Text Align:
Size:
Bold:
Ttalic: O
Underline: O
Colour: 9\/
L ‘ Remove H Apphy /] Field properties
_.;':
Incidents by Site Acurigh
Incident m ‘Gender Summary 4-.

DateTime Severity

2 Mar 2015 kugiugtlihijol

09:50 o ISR

2 Mar 2015 0 Dangerous

10:00 sk

2 Mar 2015 2 water on veranda at front of

Hospital
sace

09:00

24 Feib 2015

* ke fell down 1lift shaft Clmeatioes
1sk1 Spacialty

07:57

Label properties
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Step @ Sub-Reports

Sub-Reports are reports that are based on the sections of a
Register form where a user can select more than one item.
These include:

Incidents: Classifications, Contributing Factors, Journals,
Associated Risks, Group Incidents

Feedback: Issues, Actions, Journals, Group Feedback

Risks: Journals, Associated Incidents, RRControls, RRAction,
RRCatalystCauses, RRAssurance, RRConsequences,
RRInvestigation

Note: Types commencing with RR relate the sub-form sections on
the Risk Entry form

Quality: Classifications, Journals, Associated Risks, Group

Quality Activities

Note: Refer to Step ®, for more details on how to create a Sub-

Report

To select an existing sub-report to be included with your
main report

O Click inside the drop down list and select the sub-report
you wish to attach to your main report

® If you check Suppress Border, there will be no border
around the Sub-Report within the main report.

©The “Repeat Field Labels on Each Page” option means
that if the sub-report extends to the next page, any column
headers for that sub-report will be repeated on the next
page

® By default in the Sub-Reports section, only one row will
display. Once you select a sub-report from the list, another
sub-report row will display. You can select up to 5 sub-
reports for any Register report

~ T e e

[ro|lzncidene Dare | [zncident Invelved | [severiey |[service

[summary

{nvastigations/Findings

Sub-Reports
Suppress Border M2RRdL IlC Labels i
. @ - @ ©6
SR k\r-_‘gr‘—nﬂl\A"_"\.--——A"‘ N SR \-«n«t—a..\*.,&\r‘.qr_

Example: No sub-reports have been selected

E R o T R N

| TR W ST B O S PR e s Fn T TR Ve TP T s v W Tocke vCE s = D0 T ST o 3
[ncidenc pare | [aoe Growp | [zrcident favotved | severiey
[summan v
Sub-Reports
Repeat Field Labels
Suppress Border "o 0T o
1. Journals SR AdL - [}
= @) - )
---—--w--"“‘--._...”i..-»"‘,r‘-*-‘-—-m-—.‘-‘“‘h'— B

Example: One sub-report has been selected. Notice an additional
sub-report line will display

Step @ Save Report

When you have completed customising your report layout,
and have included any sub-reports, you are now ready to
save your Report

© Press the Save button to save the report

@® Press the Close button to close the Custom Report
Layout Editor

| et [ e new || cese vsere || cose | J
WA et gl E i il B G el e e

© You will be returned to the respective Register Reports
page and the report you just saved will automatically be
selected in the Select Layout list

Incident Reports

Layout Choice
Select Layour:  Incidents by Facility/Location e ~ |Customise Layout
Report Type
@) sStandard Format [RET) @) Portable Doc Format (PDF) (2} Word Document (DOC) ) Excel workbook (xLs) () Exce
= Time Selection
StEEOD e SRR T S

Note: If you do not press the Close button, then the report that
you created will not be available in the Select Layout list on the

respective Register Reports page. You will need to refresh the
page to view the report. If you do press the Close button then the
report you created will automatically be selected from the Select
Layout list on the respective Register Reports page (as in the
example above)
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step ©: Create a Sub Report

A sub-report is a custom report that when associated with a Register Report links to each Register record that is displayed in
your report (refer to examples below and on the next page)

[ Classfication SR A#L v

[

Classifications ZHead Development
Page Header Reset to Default

[ i -2 i 8- & 5 & 7 -8 1 8- M0 1 - T 4 4 i 171 MB- 10 2 22z B me oz 2]

[Supergravp [incident Class Definition |

[l | Resatto Defauit | = i i larger on tha actual report.
Detail B

-1 1 -2 1 3.1 & 6.1 B 1 -7 1-8 1 8- 110 11~

| 12- 113 | 14 116 | 1B 117 1 18- 1 18- | 20 | 21 | 22 | 23 | -24 | 25 1-28- | -27- | 28]

[supergravp. [incident Class Definition |

Example: Classification Sub-Report used in Incidents

5 oo o o e
o
e
2 2005 Ferelromehak. No s sanes Word 82
Goners redicine
P Tt o oetton
bgression A Type Theest there of
g Classification
sub-report
Goners e
“»lélnewcw‘ rrstanben AR I e At gnn i, et e gl ity Pt 'f““J-ﬂ
Example: Incident Report showing a Classification Sub-Report
Setet Layouts [ 1o 2950 ~ [ sme || wow || Gwe [ vauc || o
‘Created on 9 Jan 2012 by System Manager (Manager)
Layout sttngs
Last edited on 1 Aug 2012 by System Manager (Manager)
T T
Elnueu ZHead Deva!onmantE
Page Header | (%] to Default
i 3 13 1 4 1 B B 1 7 i 8 i8-8 11 13 43 W18 (18- 1 17 181 48 - 31 3 W B - 28 7 128
[Greve [Category JAssociated Faciity Jisociated Location [Compiainant Objective(s) [Actual Gutcomeqs) |
Groups [# | meset topefaur | = grouping rger
Detail #
i 3 13 7 4 1 5 18 171 B 1 88 -1 13 1 13 W 116 1 18- 1 17 1 181 18 -3 1 31 1 33 -\ 21 2 1 28 37 178
[eroun [cateqory [Rssoctated Facilty Jrssociated Location [Complainant Obtective(s) [Actusl Gutcomels] ]
Example: Issues Sub-Report used in Feedback
(s} Date Received Opened On Date Closed First Name (Cons) OQutcome
Date Acknowledged Delay: Open/Close Last Name (Cons)
Summary
12 23 Sep 2005 23 Sep 2005 (None Entered) John (None Entered)
(Mone Entered) 2597 Smith
Not happy about Mr Smiths treatment. She is his legal guardian. Not happy about food, and said nurses were rude
Group Category Associated Facility Associated Location Complainant Actual Outcome(s)
Objective(s)
Atmosphere/Hotel Feod too hot Acacia Private Food Services Allowed te lapse by user
Cost Acacia Private (None Entered)
____________________________________________________________________________________________________________________________________ - _
Treatment Inadequate nursing Acacia Private (None Entered) Apology . Issues sub report
care Compensation Paid
Explanation offered
18 3 Jan 2006 3 Jan 2006 (None Entered) John (None Entered)
\‘“—‘AJ‘DM-M*‘_‘r“ﬂ.n_&wu‘ﬁwh”n“ A o NI it

Example: Feedback Report showing an Issues Sub-Report
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S0 111 1 c12- 1 13- 1 -4 1 15 1 18- 1 A7+ 181 18- 120 1 ~29- 1 "22- 1 23- 1 24 125 120 127 1 28]

JAction Description JAction Response |

c @012 18- T 181 1@+ 120 1 29 122 (23 1 24 1 26 1 20 1 27"

Jaction Description JAction Response

“@ 1 10 1 11112 1 13+ 1 14 1 15 1 4B 1 47t 4B 1 40 (20 1 21+ 1 +22- 1 +23- 1 24 125128+ 1 27 1 28]

lmnewe«eisy [.aﬁu\newedm hqs&mem pexrnmeww hmmmm |

“® - 1 10 1 11 1 12 1 13 1 M- 1 15 1 1B 1 A7 1 1Bt 1B 120 1 21 122 1 231 24 1251 28 127 1 28]

lmmlmeﬂav pnnmmedon [nmsmem pmnmzww hmmmun |

Example: Controls Sub-report used with a Risk Report

o Next Review Date FRisk Category FRisk Name Residual Risk Control Assessment
Description Management Plan

66 (None Entered) Finance Unplanned and unbudgeted capital expenditure Low
and capital

7 18 Jul 2012 Informaticn Management IT disaster recovery planning Medium Moderate (6)
IT disaster recovery planning Active Management

Control Last Reviewed By Last Reviewed On Assessment Mext Review By Hext

Audit of Internal services performance b criteria may be {None Entered) (None Entered) Review Pending (Nome Entered) —— Controls sub-report
useful, Could be carried out by Internal At

Service level Agreement reports distrbuted to Bayside  (None Entered) (None Enteret)  ReviewPending (oo Entered)
GMs on a meathly basis

Action Deseription Action Response

Disaster recovery plans have been developed and {None Entered)
are o e reaularly tetes .. e ActiONS SUb-report

" Disaster recovery plan commisioned by Shared  (Hene Entered)

Services Committes with recommendations 1o hire
DRP resource comencing next financial yesr

Disaster Recovery plan not formalised, for urgent
attention

Example: Risk Report showing a Controls & Actions Sub-report
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To create a sub-report

Follow Steps @ - ® & @ outlined on the previous pages.
When creating a Sub-Report consider the following

In Step © - Layout Settings

O Report Layout Name: If the report is only to be used as a
sub-report, consider giving it a name that indicates this e.g.
Classification SR A4L or (Sub-Report) Classification A4L,
where SR = Sub-report, A4 = Page Type, L = Landscape

@® Type: Select which part of the Register Form the
information is coming from e.g. classifications in the
Incident Register. On selecting one of these options, the
fields available in the Report Grouping and Detail sections
will include fields from these sections as well as fields from
the main Register form

© Check Hidden so the report is not available in the Select
Layout list on the main Register reports page. In most cases
a sub-report would not make sense if it was run as a stand-
alone report

O Ensure the Page Type and Page Size is the same as the
Report you will be associating this sub-report with

© Layout Options: You will not need to check all the Layout
options. Suggested options to check:

o Show Report Title: This shows the Title of the report as
in the example of the Risk Sub-reports on the previous

page
o Show record Dotted Lines: These lines separate each
record in the sub-report

Layout Settings

<«

Name: Classification 0 ~
Type: IIncident é LI

Style: |Blue v

Hidden: (3)

Page Options

Page Type: @ Portrait O Landscape

Page Size: 9 { @ Ad O A3

Page Width: 19.5cm

Layout Options

Show Report Title:

Show Organisation Name: 0

Show Report Lines:

Show Record Dotted Line: v

In Step ® - Report Groups

In most cases, when creating a sub-report, it does not need
to be grouped (as in the examples on the previous pages)

Helper Tools

The Helper Tools button allows you to

Align Detail, Page Header and Report Grouping fields
e Select fields that are to have the same width

e  Swap the order of selected fields on the same row, in
the same section

e Open and close various pop-up windows

<]

[ Select Layout: | Associated Risks

l Layout Settings ”] Helper Tools Il

Associated Risks

| Page Header | E| | Redget to Default |

[‘|-1' r 2131 440151807

iﬂi"_‘..._, . I'_.,._\\ 'V %gom g\rel_l)

[+

H

L

«

Helper Tools
Lock Field Movement: [¥] o

Field Alignment

Select Fields: =
Master Field: {none selected)
align Lefts: = 9
Align Rights: = 3
Same Widths: =
Clear Selected ] [ Apply

Swap Options

Field 1: Facility
Field 2: Location
Swap Lefts: =
Swap Widths: =

-
P I — o RN

—.. ot e g AT S e, e

Open/Close Windows

all:
Report Settings:
Dizplay Fields:

Group Fields:

OO0&E=EO
©

Field Properties:

O Lock Field Movement:

e |f checked (this is the default & recommended), it
means that if you change the width or move the
position of a display field in either the Page Header or
Detail sections using your mouse, then both the
header and field will be modified at the same time.
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e If unchecked, then you will need to modify the Page

Header and Detail fields independently

@ Field Alignment:

The “Field Alignment” option allows you to align selected
fields that appear underneath each other (useful if you
have more than one row of Details), and make selected
fields all have the same width

Example: Left Align selected fields

O Check Select Fields
@ Check Align Lefts

© Click on the fields that you wish to align. The first field
selected will be the “Master Field”. All modifications will be
based on this field

O Press Apply
© All selected fields will be aligned to the “Master Field”

@ To clear the selected fields press Clear Selected

e P e P T T, X
T T R RS e i e e L e L

E]IICidEIItS by Facility/Location ’ l

| PageHeader | [#] | Reset to Default |

AL VT B R AT .G'I.HelperTuuls ¥
Lock Field : [& e
9 Field Alignment
Select Fields: o
Master Field: Incident Date
| Report Groups | [#] | Reset to Default | * Please| Align Lefts: 9 3
[ i 1 2.1 3+1 4 -1-5-1 60+ Align Rights:
Same Widths: =
|Facility |lraciiey
Clear Selected Apply zi
[tacation | zocstion 4
Swap Options
e e e Investigations/Findings

Swap Lefts: =

-_ |:Mdenf Tovotved
Swap Widths! |}

T '-u-«\.,__.,'—u 1___*_' -~ S |

i, S ¢ mm T e
- R— - — .

]ncndents bv Faulltyf Local:lon ‘

[ Page Header | [#] | Reset to Default |

— Helper Tools ¥

3 k=

5 6

q_ [acident nvotved Lock Fisld

Field Alignment
Select Fields!

41

Master Field: Incident Date
| Report Groups | [¥] [ Reset to Default | * Please Align Lefs: Ed| E
e T T e e e e s | Alian Rights: [
Same Widths: =
|Facitiey ||
@[ ClearSelected || Apply ]
|tocating | [tocation L
Surap Options
E — - T TR Field 21 Investigations/Findings
Swap Lefts: E1
_ incident invoived
Swap Widths: [

P_

© Swap Options:

This option allows you to swap the position and/or widths
of 2 selected fields on the same row.

Recommended: If you are swapping “Display” fields you should
select the same fields in both the Details and Page Header
sections

Example: Swapping the Severity & Service Display fields

O Check Select Fields
® Check Swap Lefts

© Click on the fields that you wish to swap. Ensure you
select the same fields in the Page Header & Details sections

Note: You cannot swap fields in the Report Groups section as there
is only one grouping field per row

O Press Apply
© The selected fields will be swapped
O To clear the selected fields press Clear Selected

Note: You can also manually modify the widths and positions of
fields from any row using drag and drop

S S Sr S SR rAr r ASr 2r ON SCC YRS T O R T S RS € RIS KRR ORI NN
E Helper Tools ¥
Field Alignment
Select Fields: o
|| master Field: Severity
Align Lefes: =
[ The font sizes for th i larger on the
— Align Rights: (=]
- AT N IS U LIS  EICE v DS - DA C DTS OIS TR L
|l p—— B L : £ 2 : : . . : Lol
=2 | clearselected || apply ]
L Swap Optisns
Ol Field 1: Severity
= Field 2: Servics
] suap Letes: 9 NI T K I T K = SIS T SIS OIS N v
Wouwirs 0 @ | — | E— {
-y
T = e
T ] T i - TS Y -,
| SV e T T e R P A Ve A IS Z6T [N IS T ER I VRS VXA TS 7 ST LN T Vs
[y Helper Tools ” ]ﬁSi_
Field Alignment b
Select Fields:
Master Fisld: Ssuerity
Align Lefts: (=)
[ The font sizes for the grouping fields are larger on the actual report.
— Alian Rights: |:|
| SR o D B e U DA s N DG
Same Widths: L
[ @[ Clearselected || apply ]
L Swap Options
Cl Field 1; Severity
— Field 2: Service
=i —— RIS TR TS NI « RO (XA XN R
om0 | — > - —

=

O e A

O Open/Close Window:

e If you check any of these options, the respective
window/s will open.

e If you uncheck any of the options, the respective
window/s will close

A I SN SN Y
Open/Close Windows
all:

Report Settings:
Display Fields:

Group Fields:

oOoooOoo

Field Properties:
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Link <Register> Sub-Reports

Definition: <Register> refers to any of the registers in your
RiskMan system e.g. Incidents, Feedback, Risks and Quality.

In all Registers there is a concept of linking records with a
similar theme. When you run a report that includes linked
records you have the option to “Consolidate Linked
<Register>" which means only the master record is
included in the report.

If you would also like to view the child records, you would
need to create a “Linked <Register>" sub-report.

Incidents: A Linked Incident is usually one involving
more than one person e.g. An Aggression incident.
Each person involved would have their own Incident
Record, but they would be linked together because
they belong to the same event

Feedback: A Linked Feedback could be; the same
complaint raised by more than one complainant; a
complaint and compliment received by one consumer

Risks: An organisation with multiple sites may have a
Falls Risk for each site which is managed by different
Risk Owners. Each of these risks could be linked

Examples of where linking could be used: together

e Quality: Activity satisfaction surveys where the same

tool is used on many occasions

Incident Reports

Layout Choice

Select Layout: By Lecation (with Group Incident SR} - Customise Layout

Report Type

©) Standard Format (RPT) @ Portable Doc Format (PDF) &) Word Document (DOC) (&) Excel Workbook (xLS) () Excel Workbook (XLS Data Only) () Rich Text Format [RTF)
Date Selection Time Selection

©) All Dates @ Selected Dares @ allTimes ) Selected Times

Where  Incident Date -

is from 1 Jan 2006 to 30 Jun 2006

Filter Opti
Standard Advanced Vour repart will be previswsd using Standard criteria.

[T &y Classification:
[Tl By contributing Facror:
[E1 By Journal Type:

[Tl ey tncident Invalved:

tributing Factars?
Consolidate Group Incidents

Incident ID{s}

[Tl &y preventabiliy:

[Cl ey Facility:

- T, gl T oo b A Gk g et ‘r‘_‘.u--—«.w« -Jwﬂqw\.iﬂ'—-‘"“" SO “_u..'wnr‘“--«———‘-‘"—

Example: When previewing a report that has a “Grouped <Register>” sub-report e.qg. Group Incidents, then you would check the

respective “Consolidate Group <Register>" field under the Standard tab e.g. Consolidate Group Incidents

Select Layout: | Grouped Incidents SR A4L v | Save | New | Clone I[ Delete If Close
Created on 31 May 2011 by System Manager (Manager)
| Layout settings ||  Helper Tools
‘ 1 Last edited on 22 Feb 2012 by Anne Hayden (Trainer)
Layout Settings ¥
i 5 2 i
| Grouped Incidents Kame: [Grouped ncidents SR a4t A ZHead Development |
: Type: [Group 1ncidents. 3| i
| page Header | FH| Reset to Defauit | style: [Biue ||
Hidden: b
[ 1 -1-2-1-3-1-4-1-85-1-8-1 -7 1 -B-1 811011111 2 1231 24 1261201271 28]
|
D \lnmaent Involved \Fuu Name Severity page Options
Page Type: O portrait ®) Landscape
| Groups || ResettoDefault | *Please note: The font sizes for the grouping fit ;. 5z @2 Ons
Page wWidth: 28.25cm
Layout Options
| R SR TN NN TN RN TN AN XN KRR TNEEIENEE St 12 23 1 124: 1 25128 |
| Show Report Title:
b Full
] [incident Tnvolved ull Name SEvenn: e O o O
Show Report Lines: H
Show Record Dotted Line: v

Example: Group Incident Sub-Report. The fields available to include in a Grouped <Register> sub-report will be those from the main

Register Entry form - in this example that would be the Incident form fields
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Excel™ Reports

There are two options for exporting data to Excel in
RiskMan, determined by your Report Type chosen on the
report configuration page:

o  Excel Workbook (XLS Data Only), and
e  Excel Workbook (XLS Grid Format)

The XLS Data Only option will put your data into a ‘flat’
format (i.e. 1 row per record). You will need to create a

Layout specifically for exporting your desired data.

Home | Inset  Pagelmjout  Fomubs  Data  Review  View  Adddns  Auobat
AL o -|[Aua) -]
er ||[B L0 |[E (O A
Font
S| 89
) ViewReport.asp [Read-Only] [Compatibility Mode] - = x
A B G E F G | K [ L|M]|N
1 f3__1®Jan2006 0340 801089 ISR4MNOR  Acacia Private Ward B, General Pt fell fom chair. No injuries sustained
2 7T 1Jan 2006 00:15 90t099 ISR4 MNOR  Acacia Private Ward A General Pt found lying on the floor. No injuries noted
3 742 30Jan 2006 00:30 70to79 ISR 3 MEDIUM  Acacia Private Ward A General Pt found in bathroom on the floor fiting
47143 3Jan 2006 (Nome 0to9 ISR4 MNOR  Acacia Private Operati Orthrop: Inappropriate equipment available so unable to perfor
5 M4d 4Jan 2006 0830 70to79 ISR4MNOR  Acacia Private Ward B Orthrop: Pt give anather patient medications
6 745 4.Jan 2006 0830 90to99 ISR 3 MEDIUM  Acacia Private Ward B Orthrop: Pt was given incorrect tablets oxycontin 10mg. NUW|
77146 3Jan 2006 1350 30t039 ISR4MNOR  Acacia Private Ward A QbstetriPt given wrong medication
8 153 5Jan 2006 19:30 90 to 99 ISR4 MNOR  Acacia Private Ward A General Pt absconded flom hospital. Brought back to hospitz
9 f56  5.Jan 2006 18:30 90 t0 99 ISR4 MNOR  Acacia Private Ward A General Found patient on floor no injury sustained
10166 7Jan2006 1715 80089 ISR4 MNOR  Acacia Private Ward A General Pt fell whilst going to the toliet
17167 9.Jan 2006 1400 100 plus ISR4MNOR  Acacia Private Ward A General Pt found on floor ? Slipped out of chair
L6, Sdn2000 (60 TotoT,  ISRAMNOR  Acaafriate ViardB Ontvop:Ptigind yandeing autsde the hosptal,

Sample “XLS Data Only” output

It should be noted that the XLS Data Only output will not
export the names of the fields you have exported as column
headers in the resulting spreadsheet.

The XLS Grid Format option is designed to utilise your
existing layouts, and will export your data with the grouping
used in the layout, and will include column headers.

Incdentsnapinot s
Pagelyout  Formuias  Data  Renew  Vie
T AN S ¥ W Ganen!
Fu- e S-A- EEE EE GEe s w3
£745 - L
1zlz A B c 3 E
+ R Facity : Acacia Private (23)
+ LY Facaty : Bagonia Doy Surgery (40)
- B0 Faciy : Eucalyptus Lodge (23)
¥ 539 Location ; AC1 [38)
=] (&80 Location : AC2 (25)
- | 581 D Date
- |sa2 ox: erty 7 =
- | 583 A 7L
Rk
B
- | 586
- | 5a7
g

Sample “XLS Grid Format” output

It should be noted that the XLS Grid Format output option
will not export any data from sub reports included in your
report layout.

Exporting to Excel using the “XLS Data Only” output

If you wish use the XLS Data Only report type, you will need
to create a report layout that contains all your fields on one
row. You can select up to 30 fields to be included in the
report.

The following will not be exported to Excel™
e  Report Title & Organisation Title

e Layout Options & Colour schemes from the Report
Settings

e Page Headers
e Charts
Consider the following when setting up your report:

1. Inthe Report Settings set the Page Type and Page Size
so that you can fit all the fields on one row

2. Inthe Details section drag & drop up to 30 fields on
Row 1 (only)

Tip: Each time you add a field, make the width of the
field as small as possible so you can still recognise what
the field is - you may also wish to relabel the field e.g.
“Incident ID” to “ID”
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Note: The field width and gaps between fields are ignored when exporting to Excel. Each field will have its own cell in the spreadsheet
and there will be no empty cells

ENINF N RNk Y

INEE INRE ENEE THEY|

Repeat Field Labels
On Each Page

Example: Incident Report configured to output to Excel™

Incident Reports
i -
Select Layout: |Excel Report Customise Layout
O standard Format (RPT) () Portable Doc Format (PDF) () Word Document (0oC) () Excel Workbook (st)I@ Excel Workbook (XLS Data Dnly]k) Excel Workbook (XLS Grid Format) () Rich Text Format (RTF)

Page Layout Formulas i Add-Ins Acrobat

FpAe Swap s
53 Copy

Normal

Pt romstpanter | B4 T Merge & Center © SR coiition
Clipboard (F] Font T} Alignment ) Mumber (F]
Al - ﬂ 89
ViewReport.aspx [Read-Only] [Compatibility Mode] = =] X
A B | ¢c | D E F | e | H | « | 4 ] k| L [ M ]| N
lan 2006 09:40 80 to 89 ISR 4 MINCR Acacia Private Ward B. General Pt fell from chair. No injuries sustained
an 2006 00:15 90 to 99 ISR 4 MINOR Acacia Private Ward A General Pt found lying on the floor. Mo injuries noted
30 Jan 2006 00:30 70to 79 ISR 3 MEDIUM  Acacia Private Ward A General Pt found in bathroom on the floor fitting
3Jan 2006 (Mone 0Otod ISR 4 MINOR Acacia Private Operatir Orthrop: Inappropriate equipment available so unable to perfor
4 Jan 2006 08:30 70to79 ISR 4 MINCR. Acacia Private Ward B Orthrop: Pt give another patient medications
4 Jan 2006 08:30 90to 99 ISR 3 MEDIUM  Acacia Private Ward B Orthropi Pt was given incorrect tablets oxycontin 10mg. NU
3Jan 2006 13:50 30to 39 ISR 4 MINOR Acacia Private Ward A Obstetri Pt given wrong medication
5Jan 2006 19:30 90to 99 ISR 4 MINOR Acacia Private Ward A General Pt absconded from hospital. Brought back to hospitz
5 .Jan 2006 18:30 90to 99 ISR 4 MINOR Acacia Private Ward A General Found patient on floor no injury sustained
7Jan 2006 17:15  80to 89 ISR 4 MINCR Acacia Private Ward A General Pt fell whilst going to the toliet
9Jan 2006 14:00 100 plus ISR 4 MINOR Acacia Private Ward A General Pt found on floor ? Slipped out of chair

9 Jan ZDW 18;30 T0to 79 ISR 4 MINCR Ar.aci Erivate Ward B\Orthmﬂ' Pt Mﬂ Eanden'n g outside the hospital

Example: Incident Report exported to Excel™. When exporting to Excel™ check the “Excel Workbook (XLS Data Only)”
output option to ensure your report is exported in a spreadsheet format
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